INDEX  TO  VOLUME  40,  BUSINESS  EDUCATION  WORLD 


AccMNitbifl,  S  21,  50;  O  30,  31; 

ACTIV?TltS  TO  AOO  INTIRKT: 
■Hlletln-koard  rr*i«ct,  Jo  14; 
CliackliM  cloM  work,  O  23; 
Club*,  Mr  34;  Coll«cHii«  mw» 
Itaini,  O  5;  ComiiitH**  •etlyl- 
Hm,  O  23,  N  34;  Composing 
«t  tho  typowrltor,  Jn  20;  Con- 
to«M,  N  35;  DomoMtrotlont, 

5  34;  FioM  trips,  0  12,  Jo  It, 

Ap  13,  My  43;  FilMn-blonlis, 

N  33;  Gonofol  bitormotlon 

SMiuos,  Jn  23;  Group  ocHyltlos, 

>  31;  Intorvlows,  Jn  33;  Lottor 
writing,  5  22;  Oral  rsports,  5 
10;  OutsMo  work,  5  25,  O,  D 
32;  Ponol  discussions,  O  37; 
Part-timo  lobs,  D  17;  School 
lobs,  O,  D  32;  Socrotorial  as¬ 
signments,  O  32,  D  4,  F  20; 
Skits,  O  24,  33,  Jn  24;  Stock 
purchase,  O  21;  Trading  com¬ 
pany,  N  10;  TV  class  actWItlet, 

N  30;  Variety  show,  Mr  34 
Agon,  k.  J.,  luinsas  Administra¬ 
tors  Evaluate  Vocational  Ousl- 
ness  Program^  Mr  40 
Allen,  Frances  Fowler,  An  Earwlt- 
ness  Account,  O  44 
Amrelcfc,  Sarah  S.,  Display  At¬ 
tracts  toys  to  Businass  Educa- 
Nen,  Ja  14 

Arithmetic,  see  Business  Arithme¬ 
tic 

At  the  Sound  ot  the  Bell,  Ap  S7 
Atalloh,  Jeon,  Co  East,  Young 
Woman,  D  34 

Attracting  boys  to  business 
classes,  S  19,  Ja  14 
Audio-visual  olds,  Jn  7;  see  also 
Teaching  Aids,  page  S2 
Automation,  S  SO;  N  31,  47;  Ja 
19;  F  11,  Jn  7 

Automation  on  the  Screen,  Jn  7 
Awards  tor  business  educators, 

O  SS:  Ja  30;  F  43:  Mr  53; 

Ap  S9;  My  43.  4S,  44 
Awards  for  students,  Ja  9,  10, 
30;  Mr  17,  10 

Barber,  Shirley,  An  Effective 
Shorthand  MeMods  Course,  Jn  14 
Barclay,  Kim,  The  Way  the  Ball 
Bounces,  Ja  3S  I 

BarneH,  Jack  W.,  Let's  Moke  the 
Flguring-Mochlnes  Course  Com- 
prehenrive,  Mr  24 
Bartholomew,  Paul,  "Hoos-Hoo" 
in  General  Business,  Jn  24 
Bechner.  Carolina,  Don't  Take 
"Yes'*  as  on  Answer,  Jn  23 
Behrendt,  George  R.,  Brochure 
Shews  Business  Courses,  Ca¬ 
reers,  F  14 

"Belew  9S  I.Q."  Students  Need 
Special  Business  Education,  N 
IS,  Ja  7 

Blbll^raphy  of  films  and  film¬ 
strips  on  Automation,  Jn  7 
Blochledge,  Walter  L.,  How  to 
Move  from  High  School  Teach¬ 
ing  to  College  Teaching,  Mr  21 
Boogess,  Louise,  There  Auto  Be  a 
Low,  F  40 

Bookkeeping,  see  pane  51 
Boss-Watching  for  Beginners,  D 
SS;  Intermediate,  Mr  49;  Ad¬ 
vanced,  My  42 

Brochure  Shows  Business  Courses, 
Careers,  F  14 

Brophy,  John,  Use  Business  Law 
to  Improve  Students'  Vocabu¬ 
lary,  Mr  IS 

Brawn,  Eleanor  B.,  "Below  95 
I.Q.'*  Students  Need  Special 
Courses  in  Business  Education, 
N  15.  Ja  7 

Bulletin  Boards,  O  20;  Ja  14,  IS; 
Mr  19;  My  13 

Bulletin  beards  highlight  career 
opportunities,  Ja  14 
Burros,  Darrell  V.,  Try  Teaching 
Income  and  Expense  Accounts 
by  This  Method,  N  39 
Bigness  orithmetic,  S  21,  D  17 
Business  Education  in  the  U.S.S.R., 
Jn  IS 

Businses  English,  S  21;  see  also 
Teoching  AMs,  page  S2,  Eng- 
•Wi  .  _ 

Buriness  Law,  S  32,  O  S,  D  12, 
Mr  IS,  My  IB 


50 


Business  Teacher's  Problem  Clinic, 

S  IS,  O  11.  N  9,  D  3,  Ja  3, 

F  4,  Mr  S,  Ap  3,  My  S,  Jn  3 

Cameron,  Robot*  At.,  Department 
Store  Executives  Come  from 
High  Schools,  N  3B 
Career  Information,  N  24,  Ja  14; 

Mr  21,  see  also  Teaching  AMs, 
page  S2 

Catalog  of  Business  Classroom 
Equipment  —  Accounting  Ma¬ 
chines,  Ap  SO;  Adding  Ma¬ 
chines,  (full  keyboard)  14, 
so,  (ten-key)  Ap  It;  Book¬ 
keeping  Machines,  An  20;  Cal¬ 
culators,  (key-driven)  Ap  21, 
(printing)  Ap  21,  (rotary)  Ap 
22;  Chairs,  (posture)  Ap  23, 

49;  Copyholders,  Ap  27;  Desks 
and  Tables,  (bookkeeping)  Ap 
24,  (machinet)  Ap  29,  (type¬ 
writer)  30;  Dictating  Ma¬ 
chines,  Ap  34;  Duplicators, 
(HuM)  Ap  3t,  (stencil)  Ap  40; 
Tope  Recorders.  Ap  43;  Type¬ 
writers,  (electric)  Ap  44,  (man¬ 
ual)  44 
Caveat  Emptor,  S  29 
Clark,  L.  F.,  General  Montgomery 
os  I  Knew  Him,  N  45 
Classroom  facilities,  O  30  . 

College  teaching  as  a  career, 

N  24,  Mar  21 

Conferences  and  Workshops,  My 
32,  Jn  47 

Consumer  economics,  S  2t,  29 
Contests,  S  SO,  Ja  39,  Mr  S4, 

My  47 

Convention  Calendar,  O  S4,  F  9 
Conventions,  see  Fnriessional  Re¬ 
port,  Groups 
Correspondence,  S  22 
Criteria  (revised)  for  Evaluating 
a  Business  Frogram:  Bookkeep¬ 
ing,  Jn  20;  Community  and 
School  Relations,  Jn  22,  32; 
Counseling  Service,  Jn  22;  Gen¬ 
eral  Business,  20,  21;  Office 
Practice,  Jn  21;  Organisation 
and  Staff,  Jn  19,  20;  Plant  and 
Equipment,  Jn  19;  Shorthand, 

Jn  21,  Typewriting,  Jn  21,  22 
Curry,  Mavis  A.,  Interviewing 
Secretaries  on  the  Job,  Ja  33 

Oanneman,  Jean,  Reading — the 
Road  to  Shorthand  Skill,  Ja  24 
Dat^processing  developments,  N 

Diwloy  Attracts  Boys  to  Business 
Education,  Ja  14 
Displays.  O  20;  Ja  14,  15;  Mr  19; 
My  n 

Distributive  Education,  see  page 

Don't  Take  "Yes"  os  an  Answer, 
Jn  23 

EorwHness  Account,  An,  O  44 
EBTA  Resolution  on  Unification 
Proposal,  S  10 

Economics,  S  2B,  29;  N  4;  F  22; 
Mr  34,  SI;  see  also  Teoching 
AMs,  page  52 

ELECTRIC  TYPING;  Cause  of  er¬ 
rors,  Mr  44;  Class  schedules. 
My  39;  Comparative  results. 
My  39;  Correcring  copy,  N  43; 
Duplicating  masters,  S  42; 
Electrics  improve  skill,  Mr  44; 
Fingering,  Mr  44,  My  39;  Im¬ 
provement  in  English  «md  spell¬ 
ing,  My  39;  Number  typing, 
Ja  32;  Skill  development,  Mr 
44;  Speed,  My  39;  Teaching 
technique^  My  39 
Employers  Comment  on  Career 
Ooportunities  for  Boys,  Ja  14 
Enolish,  D  34,  Mr  13;  see  also 
Business  English 

Equipment  and  supplies,  Ap  8,  12, 
Jn  19;  see  also  Equipment,  pane 
52,  and  Teaching  Jkids,  page  52 
Equipment  Planning  and  Budget¬ 
ing  in  a  Large  City  System, 
Ap  12;  in  the  Smaller  School, 
Ap  B 

Focilltotlng  Instruction,  Ja  23 
farlay,  Jennie,  Punctuate  the 
Positive,  My  40 
Truant,  Jn  40 


Ferguson,  Henry  N.,  Tried  and 
Filing,  (critical  role  in  business) 
My  14,  (eauipmont  manufac¬ 
turers)  My  >4;  see  alto  Teach¬ 
ing  Aids,  page  S2 
Films,  F  22,  Jn  7;  see  alto  Teach¬ 
ing  AMs,  poge  S2 
Hath  Beodinas,  S,  O,  44;  N  44; 
D  3S;  Ja  34;  F  41;  Mr  49;  Ap 
S7:  My  41;  Jn  42 
Fleming,  Vera,  Bulletin  Boords 
Highlight  Typing  Techniques, 
My  13 

froaman,  M.  Harbor*,  How  to 
Teach  Interest  and  Bank  Dis¬ 
count,  My  24;  Special  Journals, 
Ja  12 

Future  Business  Leaders  of  Amer¬ 
ica  (FBLA),  D  31,  Mr  34 


General  Business,  S  17;  O  20,  33; 

N  33;  F  22;  Mr  34;  Jn  23,  24; 
see  also  Teaching  AMs,  page  S2 
General  Inforamtioa;  helping  your 
students  acquire  it,  Jn  23 
General  A4ontgomery  at  I  Knew 
Him,  N  4S 

GIbton,  f.  Dana,  Try  Sponsoring  a 
Business  Education-Automation 
Day,  N  31 

GIffIn,  Jamat  F.,  To  Teach  Eco¬ 
nomic  Literacy  —  Show  Them! 

F  22 

Give  and  Taka,  D  3S 
Go  fast.  Young  Woman,  D  34 
Gorman,  David  G.,  We  Stopped 
TocKhina  McKhines  by  the  Ro- 
tption  Plan,  S  31 
GrMod  readings,  S,  O,  44;  N  44; 
35;  Ja  34;  F  41;  Mr  49;  Ap 
ST;  My  41;  Jn  42 
Grgding.  F  31 

Grg|n,  Henry  H.,  Use  Equipment 
te  Give  D.  E.  Students  a  Brood 
Background,  My  17 
Grdpts  to  schools,  O  47,  F  43 
Green,  Helen  H.,  Just  Between 
Us,  S,  O,  39;  N  41;  D  32;  Ja 
31;  F  34;  Mr  45;  Ap  52;  My 
34;  Jn  3B 

Greenbaum,  Ann  F.,  Memory 
Muddle.  N  44 

Gregg,  John  Robert,  Award,  F  43, 
Mr  S4 

GfdB9  Notehond,  S  47 
Grms,  John  J.,  How  High  the 
Standard  7  S  20 

Growing,  see  Teaching  AMs, 
page  52 

Guidance,  Jn  22;  see  also  Teach¬ 
ing  AMs,  poge  52 


Home  at  the  Range,  N  44 
"Hoox-Hoo"  in  General  Business 
(skit),  Jn  24 

How  Does  Businoss  Plan  and  Bud¬ 
get  for  Equipment  Purchases? 
Ap  15 

How  High  the  Standard?  S  20 
Hew  to  Move  from  High  School 
Teaching  to  College  Teoching, 
Mr  21 

Huffman,  Harry,  Will  Teaching- 
Machines  Moke  You  Obsolete? 
F  11 


"I  Can't  Send  This  Out!"  S  25 
I  Learned  a  Lot  by  "Office  Hop¬ 
ping."  Mr  23 
Impulsion,  Jo  34 
Incentives  for  student  work,  Jo  22 
Indispensable  Abernathy,  S  43 
International  Boss  of  the  Year, 

>  My  47 

Introduction  to  business,  0  24 
Is  College  Teaching  the  Career 
for  You?  N  24 
It  All  Adds  Up,  Jn  39 

Johnstoi^  Chester  E.,  What  the 
TV  Typing  Teacher  Should 
Know,  N  28 

JUST  BETWEEN  US:  A  compli¬ 
cated  business,  D  32;  "Heads— 
Toils,"  S  39;  Human  engineer¬ 
ing,  F  34;  Interruptions  or 
ends?  My  34;  Public  reiertions 
ideas  te  oe  used  with  individual 
employers,  to  be  used  with  the 
general  public,  Mr  45;  Q-spoce, 
O  39;  Toby,  N  41;  Upgrading 
educiition,  Jo  31;  What  do  you 
see  when  you  look  at  a  student? 
Jn  38;  Why  is  educotlon  ob¬ 
solete?  Ap  52 

Kahn,  Gilbert,  How  to  Teoch  the 
Handling  of  Cosh,  F  14;  What 
Inventories  Mean,  Jn  30 
Kalbaugh,  A.  J.,  Let  SIMes  Tell 
Your  Story,  S  24 

Kansas  Administrators  Evoluote 
Vocational  Business  Programs, 
Mr  40 

Kara/m,  William  J.,  A  Mock  Trial 
Promotes  Research  and  Real¬ 
ism,  My  IS 

Keeping  Up  With  Paperwork,  F  27 
Kiley,  M.  A.,  What  You  Nei^  is  a 
SMretory,  D  4 

Know  your  subject  matter,  O  9 
Krauta,  Ruthetto,  Applied  Typing 
Need  Net  Be  "Busy  Wodt," 
My  11 

KrawHz,  Myron  J.,  The  Case  of 
the  Reluctant  Learners,  N  19 


Haga,  Enoch  J.,  A  -  L  =  P,  N  11; 
Automation  on  the  Screen,  Jn 
7;  Business  Education  in  the 
U.  S.  S.  R.,  Jn  15;  Put  the 
Consumer  in  Consumer  Eco¬ 
nomies,  S  29;  Who  Vs  Wrong 
with  Budgeting?  Mr  34 
Hole,  Ethel,  How  to  Move  from 
High  School  Teaching  te  Col¬ 
lie  Teoching,  Mr  21;  Is 
College  Teaching  the  Career  for 
You?  N  24;  What  Motivates 
College  Students;  Ja  22 
Hamilton,  Raymond,  Catalog  of 
Business  Classroom  Equipment, 
Ap  14 

Hanna,  J  Marthall,  How  to  Teach 
Merchandise  Inventory  Adjust¬ 
ment,  Mr  31 

Hart,  Ithal,  Let  Them  Check  You, 
O  52 

Hart,  Leo  B.,  Typing  Belongs  in 
the  Elementory  Curriculum,  Ja 

9 

Hart,  W.  Kimball,  Jr.,  Take  Busi¬ 
ness-Low  Students  to  the 
County  Clerk's  Office,  D  12 
Haatharly,  Opal,  We  Mode  a  Prof¬ 
it  on  Our  FBLA  Chapter  In- 
itiatlM,  Mr  34 

Harmanton,  Raulina  H.,  Boss- 
Watching  for  Beginners,  D  35; 
Intermeoiate,  Mr  49;  Ad¬ 
vanced,  My  42 
Hold  That  Temper,  My  41 
HoMrWge,  Thelma  E..  We  Evolu- 
ated  Our  Medical  Secretarial 
Course,  N  22 


Lahey,  Jane, 
to  Teach 


"Tomorrow  I  Have 
.  .  "  D  14 
Law,  see  Businesc  Law 
Lawrence,  Loulta,  Kigbt  and 
Wrong  in  Retail  Selling;  Two 
Skits,  O  24 

Let  Slides  Tell  Your  Story,  S  24 
Let  Them  Check  You,  O  52 
Let's  De-Emphosize  IndivMual 
Achievement,  N  3 
Let's  Teach  Savings  and  Invest¬ 
ments  os  a  Separate  Course, 
O  20 

Letter  writing,  S  21,  22 
Letters  to  the  Editor,  (Kahn)  N 
4;  (Brown,  Ely,  Milham)  Ja  7 

Maintaining  Public  Relations,  Mr 
37 

Martin,  J.  A.,  Bring  Business  Let¬ 
ter  Writing  to  Life,  S  22 
Mothemotics,  see  Businesc  Arith- 

Mazwall,  Garald  W..  Student- 
Centered  Activities  in  General 
Business,  S  17;  O,  N  33 
Medical  Secretarial  Course.  N  22 
Mallingar,  Morrit,  Streamline  the 
Checking  of  Written  Work, 
O  23 

Mamory  Muddia,  N  44  _ 

Mamot  from  a  Secretory,  F  39 
Merchandising,  O  24,  Mr  31;  see 
alto  Teaching  AMs,  page  52 
Milham,  George  E.,  Students  Need 
Our  Personal  Interest,  D  18 
Military  Sacra**,  Ja  34 


BUSINESS  EDUCATION  WORLD 


INDEX  TO  VOLUME  40,  BUSINESS  EDUCATION  WORLD 


AccMNitbifl,  S  21,  50;  O  30,  31; 

ACTIV?TltS  TO  AOO  INTIRKT: 
■Hlletln-koard  rr*i«ct,  Jo  14; 
CliackliM  cloM  work,  O  23; 
Club*,  Mr  34;  Coll«cHii«  mw» 
Itaini,  O  5;  ComiiitH**  •etlyl- 
Hm,  O  23,  N  34;  Composing 
«t  tho  typowrltor,  Jn  20;  Con- 
to«M,  N  35;  DomoMtrotlont, 

5  34;  FioM  trips,  0  12,  Jo  It, 

Ap  13,  My  43;  FilMn-blonlis, 

N  33;  Gonofol  bitormotlon 

SMiuos,  Jn  23;  Group  ocHyltlos, 

>  31;  Intorvlows,  Jn  33;  Lottor 
writing,  5  22;  Oral  rsports,  5 
10;  OutsMo  work,  5  25,  O,  D 
32;  Ponol  discussions,  O  37; 
Part-timo  lobs,  D  17;  School 
lobs,  O,  D  32;  Socrotorial  as¬ 
signments,  O  32,  D  4,  F  20; 
Skits,  O  24,  33,  Jn  24;  Stock 
purchase,  O  21;  Trading  com¬ 
pany,  N  10;  TV  class  actWItlet, 

N  30;  Variety  show,  Mr  34 
Agon,  k.  J.,  luinsas  Administra¬ 
tors  Evaluate  Vocational  Ousl- 
ness  Program^  Mr  40 
Allen,  Frances  Fowler,  An  Earwlt- 
ness  Account,  O  44 
Amrelcfc,  Sarah  S.,  Display  At¬ 
tracts  toys  to  Businass  Educa- 
Nen,  Ja  14 

Arithmetic,  see  Business  Arithme¬ 
tic 

At  the  Sound  ot  the  Bell,  Ap  S7 
Atalloh,  Jeon,  Co  East,  Young 
Woman,  D  34 

Attracting  boys  to  business 
classes,  S  19,  Ja  14 
Audio-visual  olds,  Jn  7;  see  also 
Teaching  Aids,  page  S2 
Automation,  S  SO;  N  31,  47;  Ja 
19;  F  11,  Jn  7 

Automation  on  the  Screen,  Jn  7 
Awards  tor  business  educators, 

O  SS:  Ja  30;  F  43:  Mr  53; 

Ap  S9;  My  43.  4S,  44 
Awards  for  students,  Ja  9,  10, 
30;  Mr  17,  10 

Barber,  Shirley,  An  Effective 
Shorthand  MeMods  Course,  Jn  14 
Barclay,  Kim,  The  Way  the  Ball 
Bounces,  Ja  3S  I 

BarneH,  Jack  W.,  Let's  Moke  the 
Flguring-Mochlnes  Course  Com- 
prehenrive,  Mr  24 
Bartholomew,  Paul,  "Hoos-Hoo" 
in  General  Business,  Jn  24 
Bechner.  Carolina,  Don't  Take 
"Yes'*  as  on  Answer,  Jn  23 
Behrendt,  George  R.,  Brochure 
Shews  Business  Courses,  Ca¬ 
reers,  F  14 

"Belew  9S  I.Q."  Students  Need 
Special  Business  Education,  N 
IS,  Ja  7 

Blbll^raphy  of  films  and  film¬ 
strips  on  Automation,  Jn  7 
Blochledge,  Walter  L.,  How  to 
Move  from  High  School  Teach¬ 
ing  to  College  Teaching,  Mr  21 
Boogess,  Louise,  There  Auto  Be  a 
Low,  F  40 

Bookkeeping,  see  pane  51 
Boss-Watching  for  Beginners,  D 
SS;  Intermediate,  Mr  49;  Ad¬ 
vanced,  My  42 

Brochure  Shows  Business  Courses, 
Careers,  F  14 

Brophy,  John,  Use  Business  Law 
to  Improve  Students'  Vocabu¬ 
lary,  Mr  IS 

Brawn,  Eleanor  B.,  "Below  95 
I.Q.'*  Students  Need  Special 
Courses  in  Business  Education, 
N  15.  Ja  7 

Bulletin  Boards,  O  20;  Ja  14,  IS; 
Mr  19;  My  13 

Bulletin  beards  highlight  career 
opportunities,  Ja  14 
Burros,  Darrell  V.,  Try  Teaching 
Income  and  Expense  Accounts 
by  This  Method,  N  39 
Bigness  orithmetic,  S  21,  D  17 
Business  Education  in  the  U.S.S.R., 
Jn  IS 

Businses  English,  S  21;  see  also 
Teoching  AMs,  page  S2,  Eng- 
•Wi  .  _ 

Buriness  Law,  S  32,  O  S,  D  12, 
Mr  IS,  My  IB 


50 


Business  Teacher's  Problem  Clinic, 

S  IS,  O  11.  N  9,  D  3,  Ja  3, 

F  4,  Mr  S,  Ap  3,  My  S,  Jn  3 

Cameron,  Robot*  At.,  Department 
Store  Executives  Come  from 
High  Schools,  N  3B 
Career  Information,  N  24,  Ja  14; 

Mr  21,  see  also  Teaching  AMs, 
page  S2 

Catalog  of  Business  Classroom 
Equipment  —  Accounting  Ma¬ 
chines,  Ap  SO;  Adding  Ma¬ 
chines,  (full  keyboard)  14, 
so,  (ten-key)  Ap  It;  Book¬ 
keeping  Machines,  An  20;  Cal¬ 
culators,  (key-driven)  Ap  21, 
(printing)  Ap  21,  (rotary)  Ap 
22;  Chairs,  (posture)  Ap  23, 

49;  Copyholders,  Ap  27;  Desks 
and  Tables,  (bookkeeping)  Ap 
24,  (machinet)  Ap  29,  (type¬ 
writer)  30;  Dictating  Ma¬ 
chines,  Ap  34;  Duplicators, 
(HuM)  Ap  3t,  (stencil)  Ap  40; 
Tope  Recorders.  Ap  43;  Type¬ 
writers,  (electric)  Ap  44,  (man¬ 
ual)  44 
Caveat  Emptor,  S  29 
Clark,  L.  F.,  General  Montgomery 
os  I  Knew  Him,  N  45 
Classroom  facilities,  O  30  . 

College  teaching  as  a  career, 

N  24,  Mar  21 

Conferences  and  Workshops,  My 
32,  Jn  47 

Consumer  economics,  S  2t,  29 
Contests,  S  SO,  Ja  39,  Mr  S4, 

My  47 

Convention  Calendar,  O  S4,  F  9 
Conventions,  see  Fnriessional  Re¬ 
port,  Groups 
Correspondence,  S  22 
Criteria  (revised)  for  Evaluating 
a  Business  Frogram:  Bookkeep¬ 
ing,  Jn  20;  Community  and 
School  Relations,  Jn  22,  32; 
Counseling  Service,  Jn  22;  Gen¬ 
eral  Business,  20,  21;  Office 
Practice,  Jn  21;  Organisation 
and  Staff,  Jn  19,  20;  Plant  and 
Equipment,  Jn  19;  Shorthand, 

Jn  21,  Typewriting,  Jn  21,  22 
Curry,  Mavis  A.,  Interviewing 
Secretaries  on  the  Job,  Ja  33 

Oanneman,  Jean,  Reading — the 
Road  to  Shorthand  Skill,  Ja  24 
Dat^processing  developments,  N 

Diwloy  Attracts  Boys  to  Business 
Education,  Ja  14 
Displays.  O  20;  Ja  14,  15;  Mr  19; 
My  n 

Distributive  Education,  see  page 

Don't  Take  "Yes"  os  an  Answer, 
Jn  23 

EorwHness  Account,  An,  O  44 
EBTA  Resolution  on  Unification 
Proposal,  S  10 

Economics,  S  2B,  29;  N  4;  F  22; 
Mr  34,  SI;  see  also  Teoching 
AMs,  page  52 

ELECTRIC  TYPING;  Cause  of  er¬ 
rors,  Mr  44;  Class  schedules. 
My  39;  Comparative  results. 
My  39;  Correcring  copy,  N  43; 
Duplicating  masters,  S  42; 
Electrics  improve  skill,  Mr  44; 
Fingering,  Mr  44,  My  39;  Im¬ 
provement  in  English  «md  spell¬ 
ing,  My  39;  Number  typing, 
Ja  32;  Skill  development,  Mr 
44;  Speed,  My  39;  Teaching 
technique^  My  39 
Employers  Comment  on  Career 
Ooportunities  for  Boys,  Ja  14 
Enolish,  D  34,  Mr  13;  see  also 
Business  English 

Equipment  and  supplies,  Ap  8,  12, 
Jn  19;  see  also  Equipment,  pane 
52,  and  Teaching  Jkids,  page  52 
Equipment  Planning  and  Budget¬ 
ing  in  a  Large  City  System, 
Ap  12;  in  the  Smaller  School, 
Ap  B 

Focilltotlng  Instruction,  Ja  23 
farlay,  Jennie,  Punctuate  the 
Positive,  My  40 
Truant,  Jn  40 


Ferguson,  Henry  N.,  Tried  and 
Filing,  (critical  role  in  business) 
My  14,  (eauipmont  manufac¬ 
turers)  My  >4;  see  alto  Teach¬ 
ing  Aids,  page  S2 
Films,  F  22,  Jn  7;  see  alto  Teach¬ 
ing  AMs,  poge  S2 
Hath  Beodinas,  S,  O,  44;  N  44; 
D  3S;  Ja  34;  F  41;  Mr  49;  Ap 
S7:  My  41;  Jn  42 
Fleming,  Vera,  Bulletin  Boords 
Highlight  Typing  Techniques, 
My  13 

froaman,  M.  Harbor*,  How  to 
Teach  Interest  and  Bank  Dis¬ 
count,  My  24;  Special  Journals, 
Ja  12 

Future  Business  Leaders  of  Amer¬ 
ica  (FBLA),  D  31,  Mr  34 


General  Business,  S  17;  O  20,  33; 

N  33;  F  22;  Mr  34;  Jn  23,  24; 
see  also  Teaching  AMs,  page  S2 
General  Inforamtioa;  helping  your 
students  acquire  it,  Jn  23 
General  A4ontgomery  at  I  Knew 
Him,  N  4S 

GIbton,  f.  Dana,  Try  Sponsoring  a 
Business  Education-Automation 
Day,  N  31 

GIffIn,  Jamat  F.,  To  Teach  Eco¬ 
nomic  Literacy  —  Show  Them! 

F  22 

Give  and  Taka,  D  3S 
Go  fast.  Young  Woman,  D  34 
Gorman,  David  G.,  We  Stopped 
TocKhina  McKhines  by  the  Ro- 
tption  Plan,  S  31 
GrMod  readings,  S,  O,  44;  N  44; 
35;  Ja  34;  F  41;  Mr  49;  Ap 
ST;  My  41;  Jn  42 
Grgding.  F  31 

Grg|n,  Henry  H.,  Use  Equipment 
te  Give  D.  E.  Students  a  Brood 
Background,  My  17 
Grdpts  to  schools,  O  47,  F  43 
Green,  Helen  H.,  Just  Between 
Us,  S,  O,  39;  N  41;  D  32;  Ja 
31;  F  34;  Mr  45;  Ap  52;  My 
34;  Jn  3B 

Greenbaum,  Ann  F.,  Memory 
Muddle.  N  44 

Gregg,  John  Robert,  Award,  F  43, 
Mr  S4 

GfdB9  Notehond,  S  47 
Grms,  John  J.,  How  High  the 
Standard  7  S  20 

Growing,  see  Teaching  AMs, 
page  52 

Guidance,  Jn  22;  see  also  Teach¬ 
ing  AMs,  poge  52 


Home  at  the  Range,  N  44 
"Hoox-Hoo"  in  General  Business 
(skit),  Jn  24 

How  Does  Businoss  Plan  and  Bud¬ 
get  for  Equipment  Purchases? 
Ap  15 

How  High  the  Standard?  S  20 
Hew  to  Move  from  High  School 
Teaching  to  College  Teoching, 
Mr  21 

Huffman,  Harry,  Will  Teaching- 
Machines  Moke  You  Obsolete? 
F  11 


"I  Can't  Send  This  Out!"  S  25 
I  Learned  a  Lot  by  "Office  Hop¬ 
ping."  Mr  23 
Impulsion,  Jo  34 
Incentives  for  student  work,  Jo  22 
Indispensable  Abernathy,  S  43 
International  Boss  of  the  Year, 

>  My  47 

Introduction  to  business,  0  24 
Is  College  Teaching  the  Career 
for  You?  N  24 
It  All  Adds  Up,  Jn  39 

Johnstoi^  Chester  E.,  What  the 
TV  Typing  Teacher  Should 
Know,  N  28 

JUST  BETWEEN  US:  A  compli¬ 
cated  business,  D  32;  "Heads— 
Toils,"  S  39;  Human  engineer¬ 
ing,  F  34;  Interruptions  or 
ends?  My  34;  Public  reiertions 
ideas  te  oe  used  with  individual 
employers,  to  be  used  with  the 
general  public,  Mr  45;  Q-spoce, 
O  39;  Toby,  N  41;  Upgrading 
educiition,  Jo  31;  What  do  you 
see  when  you  look  at  a  student? 
Jn  38;  Why  is  educotlon  ob¬ 
solete?  Ap  52 

Kahn,  Gilbert,  How  to  Teoch  the 
Handling  of  Cosh,  F  14;  What 
Inventories  Mean,  Jn  30 
Kalbaugh,  A.  J.,  Let  SIMes  Tell 
Your  Story,  S  24 

Kansas  Administrators  Evoluote 
Vocational  Business  Programs, 
Mr  40 

Kara/m,  William  J.,  A  Mock  Trial 
Promotes  Research  and  Real¬ 
ism,  My  IS 

Keeping  Up  With  Paperwork,  F  27 
Kiley,  M.  A.,  What  You  Nei^  is  a 
SMretory,  D  4 

Know  your  subject  matter,  O  9 
Krauta,  Ruthetto,  Applied  Typing 
Need  Net  Be  "Busy  Wodt," 
My  11 

KrawHz,  Myron  J.,  The  Case  of 
the  Reluctant  Learners,  N  19 


Haga,  Enoch  J.,  A  -  L  =  P,  N  11; 
Automation  on  the  Screen,  Jn 
7;  Business  Education  in  the 
U.  S.  S.  R.,  Jn  15;  Put  the 
Consumer  in  Consumer  Eco¬ 
nomies,  S  29;  Who  Vs  Wrong 
with  Budgeting?  Mr  34 
Hole,  Ethel,  How  to  Move  from 
High  School  Teaching  te  Col¬ 
lie  Teoching,  Mr  21;  Is 
College  Teaching  the  Career  for 
You?  N  24;  What  Motivates 
College  Students;  Ja  22 
Hamilton,  Raymond,  Catalog  of 
Business  Classroom  Equipment, 
Ap  14 

Hanna,  J  Marthall,  How  to  Teach 
Merchandise  Inventory  Adjust¬ 
ment,  Mr  31 

Hart,  Ithal,  Let  Them  Check  You, 
O  52 

Hart,  Leo  B.,  Typing  Belongs  in 
the  Elementory  Curriculum,  Ja 

9 

Hart,  W.  Kimball,  Jr.,  Take  Busi¬ 
ness-Low  Students  to  the 
County  Clerk's  Office,  D  12 
Haatharly,  Opal,  We  Mode  a  Prof¬ 
it  on  Our  FBLA  Chapter  In- 
itiatlM,  Mr  34 

Harmanton,  Raulina  H.,  Boss- 
Watching  for  Beginners,  D  35; 
Intermeoiate,  Mr  49;  Ad¬ 
vanced,  My  42 
Hold  That  Temper,  My  41 
HoMrWge,  Thelma  E..  We  Evolu- 
ated  Our  Medical  Secretarial 
Course,  N  22 


Lahey,  Jane, 
to  Teach 


"Tomorrow  I  Have 
.  .  "  D  14 
Law,  see  Businesc  Law 
Lawrence,  Loulta,  Kigbt  and 
Wrong  in  Retail  Selling;  Two 
Skits,  O  24 

Let  Slides  Tell  Your  Story,  S  24 
Let  Them  Check  You,  O  52 
Let's  De-Emphosize  IndivMual 
Achievement,  N  3 
Let's  Teach  Savings  and  Invest¬ 
ments  os  a  Separate  Course, 
O  20 

Letter  writing,  S  21,  22 
Letters  to  the  Editor,  (Kahn)  N 
4;  (Brown,  Ely,  Milham)  Ja  7 

Maintaining  Public  Relations,  Mr 
37 

Martin,  J.  A.,  Bring  Business  Let¬ 
ter  Writing  to  Life,  S  22 
Mothemotics,  see  Businesc  Arith- 

Mazwall,  Garald  W..  Student- 
Centered  Activities  in  General 
Business,  S  17;  O,  N  33 
Medical  Secretarial  Course.  N  22 
Mallingar,  Morrit,  Streamline  the 
Checking  of  Written  Work, 
O  23 

Mamory  Muddia,  N  44  _ 

Mamot  from  a  Secretory,  F  39 
Merchandising,  O  24,  Mr  31;  see 
alto  Teaching  AMs,  page  52 
Milham,  George  E.,  Students  Need 
Our  Personal  Interest,  D  18 
Military  Sacra**,  Ja  34 


BUSINESS  EDUCATION  WORLD 


ISSUES  OF  SEPTEMBER,  1959  THROUGH  JUNE,  1960 


"Mill  Secretary  of  1960,"  My  47 
Mock  Triol,  A.,  Promotei  Re- 
learch  and  Realiim,  Mv  It 
Modem  Plonnkig,  O  30,  51;  N  19; 

Ja  30:  F  43;  Mr  17,  Jn  19 
Motivation,  Ja  22 
Morrhon,  Fhyllh,  What  to  Expect 
When  Your  Studenti  Compoie 
ot  the  Typewriter,  Jn  20 
My  Secretary:  Trhd  and  Truant, 
Jn  40 

New  Buibteii  Equipment,  S  52;  O 
56;  N  52:  D.  Ja  40;  F  40;  Mr 
56;  Ap  16-50;  My  di;  Jn  M 
No  txeuw,  F  4l 


Obituariei,  5  4R,  O  40,  N  41,  Ja 
37,  Mr  51,  My  45 
Obiectlvei  of  Introduction-to- 
Buiineci  Textbooki,  O  26 
Office  Practice,  lee  page  52 
OCA  Text  ICeyi  (Junior  ond  Mem- 
berihip),  5  44;  O  45;  N  46; 
D  35;  Ja  36;  F  41;  Mr  4B;  Ap 
56,  57;  My  41;  Jn  40 
100  Per  Cent  Participation,  F  26 
Opportunltiei  for  boyi,  Ja  16 
Orienting  the  Beginning  Teacher, 
D  7 


Paperwork,  O  23,  D  4,  F  27 
Parkt.  Jantat  What  are  the 

Objectivex  of  Introduction-to 
Buiinoii  Textbooki?  O  26 
Part-time  work,  Mr  23 
Patquallnl,  Franeoh,  Shorthand  ii 
Not  for  "Siiiiex"!  5  19;  The 
Small-Outline  Myth,  D  33 
Pavlu,  Roberta  6.,  At  the  Sound 
of  the  Bell,  Ap  57;  ttve  and 
Take,  0  35;  Hold  That  Tem¬ 
per,  My  41;  Home  at  the 
Range,  N  46;  Impuliion,  Ja  36; 
Man,  Like  Square,  Jn  40;  No 
Excuiei,  F  41;  The  Race  to 
Leiiure,  Mr  49;  To  Contend  or 
Convince,  O  44;  Work,  5  44 
PeiHiiyfvania  Department  of  Pub¬ 
lic  fnxtruction,  Revlied  Criteria 
for  Evaluating  a  Buxineix  Pro¬ 
gram,  Jn  19 

Planning  and  Budgeting  for  the 
Equipment  You  No^:  In  a 
Large  City  Syitem,  Ap  12;  In 
the  Smaller  School,  Ap  S 
Please  Remit,  S  43 
Powell,  Kathleen  V.,  Military  Se- 
creti,  Ja  34 


PROBLEM  CLINIC:  Bookkeeping- 
cloix  problem!,  F  4,  Ap  5,  52, 
53,  My  6,  B;  Buxineix  educa¬ 
tion  curriculum,  Mr  5,  My  9, 
Jn  3,  42,  43;  Demonitrating 
typing  technique  without  a 
machine,  Ja  3,  Mr  5,  6,  7, 
Ap  4;  Future  of  buxineix  edu¬ 
cation  lubiecti  in  high  ichool, 
Mr  5.  My  9,  Jn  42,  43;  Hook 
voweli,  Jn  3;  Human  relationi. 
My  5;  Initallment  buying  prob- 
lemi,  D  3;  Letter  xtylei  and 
xpocing,  Jn  3;  Machine  iched- 
uling,  S  15,  Ja  3;  Minority- 
group  problem  itudenti,  Mv  5,‘ 
Rototion  plm  for  typing  cloix, 
S  15,  Ja  3;  Slow  leornen,  F  4, 
Ap  5,  52,  53,  My  6,  B;  "Spell¬ 
ing"  wordi  in  ihorthond,  Ja  3, 
Mr  5,  6,  7,  S,  9,  49,  Ap  4,  Jn  3; 
Teaching  different  leveli  at  the 
•ame  time,  N  9,  Ja  4,  5,  6,  36, 
F  4,  5,  6,  Ap  3,  Jn  3,  4,  42 
PROFESSIONAL  REPORT: 

General,  S  50,  N  51,  Ja  3B,  Mr 
54,  My  47 

Groupi,  S  49,  O  50,  N  40,  D  37, 
Ja  3a.  F  46,  Mr  53,  Ap  59, 

Mv  44  in  Cl 

Newx  Spotlight  S,  O,  N  47;  D 
36;  Ja  37;  F  43;  Mr  51;  Ap 
59;  My  45;  Jn  45 
People,  S,  O,  N  47,  D  36;  Ja 
37;  F  43;  Mr  51;  Ap  59; 
My  45;  Jn  45 

School!,  S,  O  50;  Ja  3S;  Mr  53; 
Ap  63;  My  47 

ProiecH,  S  17;  O  32,  33;  N  19, 
33;  D  11;  Ja  14;  F  14;  Mr  19, 
36;  Ap  55;  My  35,  30,  Jn  23 
Public  Relationi,  5  26,  F  14,  Mr 


37.  Jn  22 

Publicixing  your  counei,  F  14 
Punctuate  the  Poiltive,  My  40 

Quextioni  that  Face  the  Buxineii 
Law  Teacher,  S  32 
Quiz  your  xtudonti  on  general 
information,  Jn  23 

Race  to  Lahurn.  Thu,  Mr  49 
Raim,  CMIan  C.,  How  We  Texted 
TV  Shorthand  Studenti,  S  30 
Rating  the  teacher,  O  52,  DIO 
Recordkeeping,  D  17 
Reluctant  leoraerx,  N  19 
Rexeorch,  Mr  53;  My  10,  23 
Retailing,  see  Distributive  Educa¬ 
tion,  column  4,  and  Teaching 
Aids,  page  52 

Richest,  6.  Hnnrf,  Distributive 
Education  in  Western  Europe, 
D  22;  How  Sweden  Handles 
Distributive  Education,  S  34 
Richmond  Professional  Institute 
Shows  Its  New  Face,  O  30 
RIxtau,  Robert  A.,  Use  Current 
Source  Materials  in  Business 
Law,  O  5 

Roman,  John  C.,  Planning  and 
Budgeting  for  Equipment  in  a 
Lorge  City  System,  Ap  12 
Rowe,  John  L.,  The  Art  of  Dktot- 
kig,  O  15;  Grading,  F  31;  Pre¬ 
viewing,  D  25;  Testing,  Ju  27 
Rutherford.  Mabel.  Bulletin 
Boards  Highlight  Typing  Tech¬ 
niques,  My  13 

Rutherford,  Michael,  Memos  from 
a  Secretary,  F  39 
RutkowskI,  Karl  C.,  Make  Sales 
Demonstrations  Effective,  Mr 
20 


Salesmanship,  O  24,  Mr  20;  see 
also  Teoching  Aids,  page  52 
Satlow,  1.  David,  Facilitating  In¬ 
struction,  Ja  23;  Improving  In¬ 
struction,  My  21;  Keeping  Up 
With  Paperwork,  F  27,  Main¬ 
taining  Public  Relations,  Mr 
37;  OrientiM  the  Beginning 
Teocher,  D  7;  Questions  that 
Face  the  Business  Law  Teach¬ 
er,  5  32 

Savings  and  investmants,  O  20 
Scopegoert,  The,  O  43.  Mr  40 
Schimmelpfennig,  Herbert  R.,  Typ¬ 
ing  for  Grade  School  Students, 
Jn  11 

Scholarships,  S  50.  Ja  30 
School  administration.  Jn  19,  20; 

see  also  Teaching  AMs,  page  52 
Schwart^  Dorothy  H.,  Individual¬ 
ize  Typing  Students'  Short 
Timed  Writings,  O  17 
School  plant  and  staff,  Jn  19, 
20 

Secretarial  activities,  S  22,  25; 

O  32;  D  4;  F  20 
Secretarial  practice,  see  Office 
Practice,  page  52 
Shoffer,  Richard  6.,  Math?  Who 
Cares?  D  17 

Shapard,  Ulan,  How  We  Tested 
Tv  Shorthand  Students,  S  30 
Shorthand,  see  poge  52 
SHORTHAND  CORNER:  Checking 
transcripts,  D  29;  Dictation  by 
businessmen  guests,  Ja  33;  Dis¬ 
courage  auestions,  O  37,  D  29; 
Dream  school,  Ap  53;  "Finish¬ 
ing  touches,"  Jo  33;  "Is  short- 
hoiid  on  the  way  out?"  Mr  43; 
First-year  obiectives,  O,  N  37; 
New  and  different,  Jn  35;  Of¬ 
fice-style  dictation,  Ja  33;  One 
Hundred  Forty  Club,  Jn  35; 
Practical  assignments,  Ja  33; 
Previewed  minute  plan,  Jn  35; 
Proofreading,  D  29;  Reading 
shorthand  N  37;  5peed  build¬ 
ing,  S  37;  "Spelling  outlines," 
F  37;  SpWioi  weeks,  Jn  35; 
^ringtime  reveries.  My  37; 
loaching  devices  and  m^hods, 
5  37,  Ja  33,  F  37,  Jn  35;  Tools, 
N  37;  Transcription  training, 
S  37,  D  29,  Jn  35,  Twenty 
years  ago,  F  37;  Ungraded 
shorthand  program,  Ap  53; 
Writing  style,  N  37 


Shotwelf,  H.  D.,  Kansas  Admini¬ 
strators  Evaluote  Vocational 
Business  Programs,  Mr  40 
Sister  Mary  Germaine,  In  Typing 
Class,  Rhythm  Is  (Mr  Business, 

F  30 

Skits,  O  24,  33;  Jn  24;  see  also 
Teaching  AMs,  poge  52 
Siappey,  Atary  McGowon,  I 
Learned  a  Lot  by  "Office  Hop¬ 
ping,"  Mr  23 

Smith,  Helen  M.,  Don't  Forget  the 
Price  Level,  S  20 
Special  courses  for  "Below  95 
I.Q."  students,  N  15,  Jo  7 
SPECIAL  SECTIONS:  "Below  95 
I.Q."  Students  Need  Special 
Courses  In  Business  Education, 
N  IS;  Business  Classroom 
Equipment  Guide,  Mr  32,  Ap  7; 
The  Cose  of  the  Reluctant 
Learners,  N  19;  Summer  School 
Directory,  My  29;  They  Con't 
Learn?  Don't  Believe  It!  N  IS 
SPECIAL  SERIES:  The  Four  Arts 
of  Shorthand  Teoching,  O  IS, 
D  25,  Jo  27,  F  31;  Meeting 
Departmental  Problems,  D  7, 
Ja  23,  F  27,  Mr  37,  My  21; 
Student-Centered  ActivitkM  in 
General  Business,  S  17;  O,  N 
33;  Teaching  the  Fundamental 
Elements  of  Bookkeeping,  Ja 
12,  F  16,  Mr  31,  My  26,  Jn  30 
Spelling,  S  21 

Sponsoring  a  Business  Education  • 
Automation  Day,  N  31 
Spray,  Cecil  O.,  Do  School  Jobs 
for  Reol  Office  Practice,  O  32 
Stahl,  Celia  G.,  Shwthand  Cor¬ 
ner,  S,  O,  N  37;  D  29;  Ja  33; 
F  37;  Mr  43;  Ap  S3;  My  37; 
Jn  35 

Standards  of  achievement,  S  20 
Statement  of  Ownership,  Man¬ 
agement,  and  Circulation,  0  5 
Stiller,  Frances  D.,  TecKhers  Learn 
Newest  Business  Procedures, 
Ja  10 

Stocks  and  bonds,  0  20 
Streamline  the  Checking  of  Writ¬ 
ten  Work,  O  23 
Student  secretaries,  D  4,  F  20 
Student  teachers'  problems,  D  14 
Students  Need  Our  Personal  In¬ 
terest,  D  10 

Sublette,  Margaret,  Please  Remit, 
S  43 

Summer  Course  Offerings,  Mr  S3; 
My  29,  Jn  47 

Summer  School  Directory,  My  29, 
Jn  47 

Summer  typing  courses,  Jn  11,  13 
Sutton,  Irma  J.,  Typing  for  Aca¬ 
demic  Students,  Jn  13 


Take  Business-Law  Students  to 
the  County  Clerk's  CHfke,  D  12 
Taplett,  Lloyd  M.,  We  Teach 
Junior  High  Students  Personal 
Typing,  Mr  17 

Teachers'^  problems,  S  IS,  N  9, 
D  3,  Jo  3,  F  4,  Mr  5,  Ap  3, 
My  5,  Jn  3,  16 
Teaching  AMs,  see  page  52 
Teaching-machines,  D  36,  F  11 
Television,  S  30,  SO;  N  20;  F  10; 
My  30,  Jn  7;  see  also  Teaching 
Aids,  page  52 

Thatcher,  Cordon  f.,  Tronquilized 
Vocations,  My  41 
There  Auto  Be  a  Law,  F  40 
Through  the  Camera  Eye,  O  55, 
Ja  39,  Mr  5^  My  43 
To  Contend  or  Convince,  O  44 
Te  Teach  Economic  Literacy — 
Shew  ThemI  F  22 
Toby,  N  41,  Ja  7 
Today's  Secretary  Dictation  Tran¬ 
script,  S,  O,  43:  N  44;  D,  Jo, 
34;  F  39;  Mr  4S;  Ap  56;  My 
40;  Jn  39 

"Tomorrow  I  Hove  to  Teach  .  . 

D  14 

Tranqullleed  Vacations,  My  41 
Trial  of  Andrew  Fester,  The,  Ap 
56 

Turn  Insecurity  kite  Certainty, 

O  9 

TV  Classes,  S  30,  N  20,  F  10 


TV  Teaching — Questlens  and  An¬ 
swers,  F  21 

Typewriting,  see  page  52 


Unrau,  Ruth,  "I  Can't  Send  This 
Outl"  S  25;  The  Trial  ot  An¬ 
drew  Foster,  Ap  56 
Use  Business  Law  to  Improve 
Students'  Vocabulary.  Mr  13 
Use  Current  Source  Materials  in 
Business  Law,  O  5 


Vaughn,  Lowell  A.,  We  (rive  Of¬ 
fice-Machines  Students  TWO 
Grades,  O  10 

Vaughn,  Margaret  D.,  It  All  Adds 
Up,  Jn  39 

Visual  AMs,  S  26,  D  17,  F  22, 
Jn  7 

Vocational  education  programs, 
Mr  40,  Jn  19 


Walker,  Arthur  L.,  Planning  and 
Budgeting  for  Eouipment  In  the 
Smaller  Mhool,  M  0 
Waterman,  Helen,  The  Scapegoat, 
O  43 

Watkins,  James  W.,  Indispensable 
Abernathy,  S  43 

Way  the  Ball  Bounces,  The,  Ja  35 
We  Mode  a  Profit  on  Our  FBLA 
diopter  Initiation,  Mr  36 
What  Motivates  CMIege  Stu¬ 
dents?  Jo  22 

What  You  Need  is  a  Secretary! 

O  * 

What's  Wrong  with  Budgeting? 
Mr  34 

Whetstone,  Irma,  Applied  Typing 
Need  Not  Be  ^usy  Work,” 
My  11 

White,  Jane  F.,  Teaching  Aids, 
S  41,  0,  N,  40;  D,  Ja,  30;  F 
34;  Mr  44;  Ap  54;  My  30;  Jn 
36 

Will  Teaching-Machines  Make 
You  Obsolete?  F  11 
Winfrey,  Beulah,  Variety  Adds 
Spice  to  Duplicating,  D  11 
WIthorow,  Mary,  Crisis  ki  Begin¬ 
ning  Typing,  S  5;  Let's  De-tm- 
phasize  IndKrMual  Achieve¬ 
ment,  N  3;  100  Per  Cent  Par¬ 
ticipation,  F  26;  Turn  Insecu¬ 
rity  Into  Certainty,  O  9 
Wood,  Marlon,  Electric  Typing,  S 
42,  N  4^  Ja  32,  Mr  46,  My 
39;  We  Taught  Better  Office 
Procedures  by  TV,  F  10 
Work,  S  44 

Work  of  the  Department  Head, 
The,  D  7,  Ja  23,  F  27,  Mr  37, 
My  21 

Workshops,  Ja  19;  Ap  63;  My  13, 
(summer,  1960)  32 


Yoeyk,  Peter,  Let's  Teach  Savings 
and  Investments  os  a  Separate 
Course,  O  20 

Zubryd,  Frances,  Show  Your  Stu¬ 
dents  Why  Filing  Matters,  My 
14 


BOOKKEEPING 

A  minus  L  equals  P,  N  11 
Basic  beekkeeping  equations,  N 

11,  39 

Criteria  for  Evaluating  Beokkoep- 
ing  Program,  Jn  20 
Don^  Fer^  the  Prtee  Level,  I  20, 

N  4 

Ecenemlst  In  Beekkeeping  Class, 
N  4 

Hew  to  Tooeh  Bonk  Discount,  My 
26;  Handling  of  Co^,  F  16; 
Interost,  My  26;  Merchandise 
invented  Adlustment,  Mr  SI; 
Special  ieumois,  Ja  iii  What 
Inventories  Mean,  Jn  30 
Teaching  Income  and  Expense  Ac¬ 
counts,  N  39 

Teaching  the  Fundamental  lie 
men>s  of  Boekboeoing.  Ja  IS, 
F  16.  Mr  31.  My  U,  in  30 
See  ales  Teaching  AMs,  page  S3 

DISTRI9UTIVI  EDUCATION 

Departmeet  Store  Ixeeutives 
(!eme  frors  High  Schools,  N  30 
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INDiX  TO  VOLUME  40  (continued) 


Oiitrihuttve  Educetiofi  in  Western 
liireM>  D  22 

New  Sweden  Hendles  Distributive 
Educetion,  S  24 

Make  Sales  Pemonstmtlews  Ef¬ 
fective,  Mr  20 

but  the  Consumer  in  Consumer 
Icenemks,  S  20 

RetaHlan,  O  24,  47;  N  20,  47;  Jm 
27;  Mr  2;  My  17,  47 
Retalllna  FuncHens  are  Closely 
Interrelated,  My  17 
Rlakt  and  Wreim  In  (utail  Sellint; 
Two  Skita,  O  24 

Use  Euul^ent  to  Olve  D.B.  Stu- 
dMts  a  bread  leckfreund.  My 

See  afsa  Tecmkinf  AMs,  column  2 
EQUIbMENT 

Acceuntina  mackinos,  O  SO,  N  52, 
Ja  40,  ^  SO,  Jn  40 
Addbif  machines,  S  S2;  N  S2;  D 
40;  F  4b;  A»  14-20,  SO;  My  40 
Audiovisual  euulament,  Au  5S, 
(directory)  Jn  24 
blackboard,  S  24 

boekkoeplno  machines,  O  S4;  N 
22;  Ja  40;  A#  20,  SO 
Calculators,  D  40;  A#  21-22;  My 

40  "w  .  T 

Cap^,  S  27,  O  S4,  D  40,  Ja  40, 

Carbonless  copy  paper.  My  40 
Cheks  (posture),  22-27,  49, 

Cleaners,  S  S2,  Ja  40,  F  40 
Collator  (portable).  My  40 
Copy  paper.  My  40 
Copy  stand,  S  24 
CepykeMers,  Ap  27-20 
Cutter,  D  40 

Desks,  (beokkeepina)  Ap  20-29, 
(machine^  Ap  29,  (typewriter) 
Ap  20,  2S 

Dlctatlnp-transcribina  machines, 
S  S2;  N  S2;  Aa  24.20 
Drawinp  board,  »  24 
Duplicator  ink,  Ja  40 
Duallcaters,  (Nuid)  S  S2;  O  54;  D 
40;  Ja  40;  Mr  54;  Ap  20,  40; 
(offset)  Ja  40;  (stencil)  O  S4; 
F  40;  Ap  40-42;  Jn  40 
Electronic  computer.  My  40 
Embessoaroph,  S  27 
Eraser  F  40 
Film,  S  27 

Filmstrip  previewer,  Mr  S4 
Hand  ciMner,  S  S2 
Indeninp  tape,  F  40 
Letterhead  copyinp  device  for 
steiKlI  duplicatina,  F  40 
Uuuld  plastic,  Jn  40 
Masters,  Mr  S4,  Ja  40 
Paper  cutter,  D  40 
Paper  punch,  O  S4 
Pencil  sharpener  mounting  at- 
tochrient,  My  40 
PlesHc  binding  machine,  F  40 
Post  card  du^icator,  Jn  40 
Postoge  meter,  Mr  S4 
Posting  machine,  Jn  40 
Projectors,  S  24,  O  S4,  D  40,  Mr 
54,  Jn  40 

Public  address  system  (portable). 
My  40 

Punch.  O  S4 
Record  player,  S  27 
Receeding  tape.  My  40 
Ruler,  O  54 
Screep.  S  24 
Slides,  S  24 

Stapler,  S  92  (electric);  N  92 
TabhM,  (beoklceeping)  Ap  20-29; 
(machines)  Ap  29;  (typewriter) 
Ap  20,  29 
Tape,  F  40,  My  40 
Tope  recorders,  9  24,  52;  N  52; 
Ja  40;  Ap  49-44 

TV  cameras.  O  94,  D  40,  Ja  40, 

F  40 

TV  receivers,  N  52.  D  40,  F  40 
Ty^e  and  platen  cleaners,  Ja  40, 

Typewriter  ribbons,  S  52,  O  94,  Ja 
40.  Jn  40 

Typewriters,  (electric)  9  92,  Ap 
44-44;  (manual,  portable)  N 
52,  F  40;  (manual,  standard) 
D  40,  Ap  44-49,  Jn  40 

OFFICE  PRACTICE 

Bring  business  Letter  Writing  to 
Life,  S  22 

Criteria  for  evaluating  offlce- 
proctke  program,  Jn  21 
Do  School  Jobs  for  Real  Office 
Practice,  O  22 
Duplicating  prelects.  Dll 
Grading.  O  10 
Job,  Jn  29 


Interviewing  Secretaries  on  the 
Let's  Mcdie  the  Figuring-Mochines 
Course  Comprehensive,  Mr  24 
Mothf  Who  Caresf  D  17 
Oftke  machines  and  statktks 
lab,  O  SO 

Outside  work,  S  25 
Rotation  piM  inadequate,  9  91 
Show  Your  Students  Why  Filing 
f)iatt€n.  My  14 
Standards,  9  il 

Teachers  Learn  Newest  business 
Procedures,  Ja  1 0 
Trading  cemeony  prelect,  N  19 
Variety  Adds  ^ke  to  Dupikat- 
ina,  D  11 

We  Give  Office-Machines  Students 
Two  Grades,  O  10 
We  Stopped  Teaching  Machines 
by  the  Retatlen  Plan,  9  21 
We  Taught  better  Otfke  Proce¬ 
dures  by  TV,  F  10 
Workshop  Progrom,  Hunter  Cel¬ 
ine,  Ja  19 

See  also  Teaching  AMs,  belew 
SHORTHAND 

Ar^  The,  of  Dictating,  O  IS; 
Grading,  F  91;  Prevkwing,  D 
25;  Testing,  Ja  27 
Criteria  for  evaluating  shorthand 
program,  Jn  21 

Dictating,  Prevkwing,  Testing, 
Grading,  O  IS,  D  25,  Ja  27;  F 
91 

Dktatien  Transcript  for  Short¬ 
hand  in  Today's  Secretary,  9, 
O,  49;  N  44;  D,  Ja,  94;  F  99; 
Mr  40,  Ap  94;  My  40;  Jn  99 
Grading,  F  24,  91 

How  We  Tested  TV  Shorthand 
Students  (Denver),  S  90 
Methods  course  in  shorthand, 
Jn  14 

OblectWe — An  Effective  Short¬ 
hand  Methods  Course,  Jn  14 
Previewing,  D  29 

Reading — the  Road  to  Shorthand 
Skill,  Ja  24 

Shorthand  and  transcribing  class¬ 
room,  0  91 

Shorthand  Corner  S,  O,  N  97;  D 
29;  Ja  99;  F  97;  Mr  49;  Ap  59; 
My  97;  Jn  95 

Shorraand  is  Not  for  "Sissies"!  S 
19 

Small-Outline  Myth,  The,  D  99 
Standards,  S  21;  Jn  14 
Teaching  techniques,  F  24,  Jn  14 
Testing,  S  90,  Ja  27 
Theory  knowledge,  D  29 
TV  Classes,  9  90 

We  Evaluated  Our  Medkal  Secre¬ 
tarial  Course,  N  22 
Writing  speed,  D  27 
See  ono  Teaching  AMs,  below 

TEACHING  AIDS 

Accounting,  O  40,  41 ;  F  94 
Activities,  Ap  94,  Jn  97 
Adding  machine  and  cakulotor 
textbook,  O  41 
Adlusting  to  business,  D  91 
Aduit  education,  Ap  95 
Alaska  map,  0  40 
American  business  Education 
Yea^ook,  N  40,  D  91 
American  capitalkm,  O  40 
Amerka's  needs  and  resources,  O 
40 

Arithmetk  shortcuts,  Mr  44 
Artyping,  Mr  44  ... 

Audio-visual  olds,  O  40;  D  90,  91; 

Ap  55;  (directory)  Jn  94 
Automobile  kit,  F  94 
Aviation,  F  99 
Banking,  S  41,  F  94 
Better  schools,  Ap  54 
Bibliographies,  (economk  educa¬ 
tion)  Ap  59;  (guidance)  S  41; 
(occupatkns)  Ap  54,  (small 
busiiMsf)  D  90 
Blackboard  cleoner,  F  99 
Blockboord  stencils,  O  40,  D  91 
Bookkeeping,  O  40,  D  90,  Jn  94 
Bulletin  boards  S  41;  Ja  90;  F 
94,  99;  Ap  54;  Jn  97 
Business  administration,  O  41,  N 
40,  D  90,  Jn  97 

Business  correspondence,  N  40,  F 
94,  Jn  97 

Business  educatkn,  D  90,  31 
Business  help  for  schools,  Ap  54 
Business  law,  D  90 
Business  machines  materials,  F  99 
Business  terms.  My  3B 
Calculating  techniques,  Mr  44 
Career  information  on  College 
education,  D  91,  F  34,  Ap  94, 
My  3S;  Foreign  servke,  Jn  34, 
97;  Job  hunting,  O  41,  N  40, 
D  91,  Jn  97;  Occupatkns,  {  S 


Career  Mormatloit  (contbiuad) 

41,  Ja  30.  Ap  54,  My  3B,  Jn  34; 
Opportunities,  S  41,  Ja  30,  Ap 
94,  Jn  94,  97;  Planning  a 
career,  O  41,  N  40,  D  30,  Ja 
30;  Teoching  careers,  Mr  44, 
Jn  34 

Cartoons,  Ap  94,  Jn  94 
Chalk  and  chalkboards,  9  41 
Charts,  O  40,  Ja  90,  F  94,  Ap  54, 
Jn  94,  37 
Civil  Servke,  Jn  94 
Class  record  book,  F  35 
Clerical  proctke,  D  90,  Ap  95,  My 
3B,  Jn  97 

Collection  letters,  N  40 
Communkation,  0  41,  N  40 
Communism,  fascism,  and  sockl- 
ism,  0  41 

Company  reports,  0  41 
Consumer  education,  F  94,  39,  Mr 
44,  Ap  54,  My  3B 
Copying  machines,  F  39 
Crayons,  F  39 

Curriculum  bulletins,  JLp  95; 

guides,  Jn  97 
Dictator's  handbook.  N  40 
Dktionary  study,  F  94 
Displays,  9  41;  O  40;  Ja  30;  F 
34,  39;  Mr  44;  Ap  54 
Distributive  education,  9  41,  O  41, 
N  40,  D  30,  Ap  94,  Jn  37 
Dupikating  machines,  9  41,  F  35 
Duties  of  a  secretary,  N  40,  Jn  97 
Economks,  O  40,  41;  N  40;  D  30; 
F  34;  Mr  44;  Ap  54,  59;  My  3B; 
Jn  97 

Educational  programs,  Ap  55 
Employee  rsdatiMs  booklets.  My 

English,  O  40,  D  30,  (displays)  Ja 
30,  (pronuncktien  test)  F  34, 
Jn  3* 

Family  finance.  My  3S 
Federal  Jobs  Overseas,  Jn  36,  97 
Filing,  F  35,  D  90,  Mr  44 
Film  catalogs,  9  41,  Ja  30,  Ap  54 
Films  and  filmstrips,  S  41.  O  40, 
D  30,  Ja  30,  Ap  94,  Jn  97 
Finance,  9  41,  F  34.  Mr  44,  Ap  94 
First  iob,  0  41,  N  40 
Flannel  boards,  9  41,  Mr  44,  Jn  97 
Foreign  service,  Jn  96,  37 
General  business,  9  41;  O  40,  41; 

N  40;  F  34,  39;  Ap  94;  My  38 
Ge^raphy,  O  40,  41 ;  N  40;  F  34; 
My  38 

Granite  history,  N  40 
Graphs,  F  34,  Ap  54 
Grooming,  Ap  54 

Guidance,  9  41  (manual);  N  40; 

D  30,  31;  Ap  94;  My  38 
Higher  education,  O  40 
How  to  9tudy,  Jn  36 
Insurance,  F  34 
Investment,  F  34,  Ap  94 
Job  finding,  D  31 
Junkr  College  guMe,  Ja  90 
Labor-monagement  relations,  N 
40 

Lantern  sIMes,  O  40,  Jn  37 
Leisure-time  reading,  Jn  37 
Lettering  materials,  O  40,  Jn  37 
Mailing  information,  and  kit,  O 
40,  Ap  95,  My  3B,  Jn  97 
Management,  9  41,  O  41,  N  40,  D 
30,  Mr  44,  Jn  37 
Maps,  O  40,  41;  F  34,  39 
Markets,  9  41,  Ap  54 
Mothematks  JLids,  Jn  96 
Mimeographing  techniques,  9  41 
Money,  5  41 

Motkn  Pictures,  D  30  (catalog), 
Ja  30 

Motor  truck  kit,  F  34 
Mounting  pktures,  O  40,  Jo  30 
Notional  Business  EntroiKe  Test, 
D31 

Occupational  guides,  Ap  94 
Offke  proctke,  N  40,  F  39,  Ap 
55,  My  3B 

Overseas  Jobs,  Ja  36,  37 
Personal  improvement,  D  31 
Personality  rating  scale,  F  34 
Personnel  work,  D  30 
Photography,  O  40 
Planning  facilities,  D  31 
Postal  information  and  kit,  O  40, 
Ap  59,  My  38,  Jn  37 
Poster,  My  98 
Posture,  Jn  36 

Private  schools  handbook,  Ja  30 
ProductWity,  O  40 
Proiectionisl^s  manual,  D  90,  Ap 
55 

Pubik  speaking,  D  30 
Publkhers  (list),  Ja  30 
Recant  DavalopnMnts  in  Business, 
D  31 

Recordkeeping,  Ap  99 
Research  studies,  O  40 
Retailing,  9,  O  41;  Ap  54;  Jn  97 
Rubber  filmstrips,  Ap  94 


9alesmanship,  Jn  37 
Eovings  and  kvestments,  Ap  94 
9cholarships.  Ap  94 
9chool  admlnktration,  D  91,  Ja 
90,  Ap  54.  Jn  37 
9cheol  plant  study,  D  31 
9chool  supplies  catalog,  Ja  30 
Eecretarlal  Duties,  Jn  37 
9ecretarkl  practke,  N  40,  Ap  99. 

My  3B,  Jn  37  •  "w  . 

9hort  cuts  to  make  offke  work 
easier,  F  39,  Mr  44 
9horthand  courses,  Jn  37 
9horthand  teoching  devkes,  D  30. 
Jn  96 

9kits,  Ap  94 

Email-business  (bibiiography)  D 
30,  (handbook)  S  41 
9ocial  Security,  My  98 
Sociai  studies,  O  40,  41;  N  40; 
My  38 

SoundScriber  chart,  Jn  36 
Source  materials,  N  40,  D  31,  Ja 
90 

Specklised  schools,  Ja  30 
Speech,  Jn  96 
Spelling,  O  40 
Stencil  mosters,  F  9S 
Stencil  typing,  F  39 
Stock  Exchange,  F  34 
Store  modaraixotion,  O  41 
Sugar  facts,  O  41 
Surveys,  O  40 

Taft-Hortlay  informotkn,  N  40 
Tope  recording,  O  40,  Jo  30 
Topping  test  for  typing  aptitude. 

Tax-instruction  kits,  F  34 
Teaching  techniques  In  business 
subjects,  D  30,  31;  Ap  99;  My 

38  .  .  .  r 

Teen-ager  book  list,  Jn  37 
Television  teaching.  My  38,  Jn  96 
Television  workshop,  Jn  36 
Textile  kit,  N  40 
Transcription,  Jn  36 
Transportation  kits,  F  34 
Transcription  machine  techniques, 
Jn  36 

Typewriter  mysteries,  Mr  44 
Typewriting  courses,  Jn  37 
Typewriting  tests,  D  31,  Ja  30 
Typing,  D  30,  31;  Ja  30;  F  35; 

Mr  44;  Jn  36,  37 
Typing  games,  Jn  37 
Visual  aids,  O  40,  D  90.  Jn  37 
Vocational  education  releases,  9 
41 

TYPEWRITING  AND  TYPE¬ 
WRITERS 

Applied  Typing  Need  Not  Be 
^Busy  Work,’^  My  11 
Bismarck  Junior  College  summer 
typing  course,  Jn  11 
Bulletin  Boards  Highlight  Typing 
Techniques,  My  19 
Composing  at  the  typewriter,  Jn 
28 

Crisis  In  Beginning  Typing,  S  5 
Criteria  for  evaluating  typewrit¬ 
ing  program,  Jn  21,  22 
Dormont  High  School  summer 
typing  course,  Jn  13 
Errors,  S  29,  N  43 
Figure  drills,  Ja  32 
In  Typing  Class,  Rhythm  is  our 
Business,  F  30 

Individualise  Typing  Students' 
Short  Timed  Writings.  O  17 
Mobile  typing  unit,  Ja  9 
Outside  work.  S  25 
Personal  Typing,  Mr  17 
Rhythm  drills,  T  30 
Special  typewriting  tobies,  Jo  10 
Stondofds,  S  21 
Teoching  techniques,  D  30 
Tasting,  N  43 
Timed  writings,  O  17 
TV  Classes,  N  28 
Two  Summer  Typing  Courses — for 
Academic  Students,  Jn  13;  for 
Grade  School  Students,  Jn  11 
Typing  Belongs  In  the  Elementary 
Currkulum,  Ja  9 
Typing  classroom,  O  91 
Typing  for  Acodemk  Students, 
Jn  13 

Typing  for  Grade  School  Students, 
Jn  11 

Typing  records,  F  30 
We  ^och  JuniM  High  Students 
Personal  Typing,  Mr  17 
What  the  jy  Typing  Teacher 
Should  Know,  N  28 
What  to  Expect  Whan  Your  Stu¬ 
dents  Compose  at  the  Type¬ 
writer,  Jn  28 
Work  Request  form.  My  95 
writing  assignments,  Jn  2B 
See  also  Electrk  Typing,  page  90; 
and  Teaching  Aids,  column  4 
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